
 

 
 

Our Mission 

Our mission is to leverage the power of food to end hunger and build healthier communities. 

 

Our Vision 

We believe that the fight against hunger and the fight against poverty are one and the same. We envision a future in 

which food is recognized as a human right and every person is able to feed themselves and their families in dignity. 

Together, we work to create a more nourished, prosperous region.  

 

Our Values 

Our core values define who we are and how we work with our communities. Foodlink & our team members have:  

 

Compassion - treat all with dignity & respect; build kinship with those we serve 

Innovation - say yes; avoid complacency risk failure in the pursuit of ending hunger 

Collaboration - build a shared vision, create synergies, maximize resources 

Agility - respond urgently  to the ever-changing needs of our community 

Stewardship - maximize the impact of every dollar, donation and asset 

 

 

 

Job Title: Distribution Center Manager  
Reports to: Director of Operations 

Status: Salary, Exempt, Full time 

Supervises: Operations staff including; Auxiliary Lead, Fulfillment Coordinator, Order Pickers, Perishable Coordinator, 

and Receiving Coordinator 

 

SUMMARY 

The Distribution Center Manager (DCM) directs warehouse activities that support inventory, food sourcing and 

procurement, member services and all other Foodlink programs as needed. The DCM must work collaboratively with 

managers and employees across all Foodlink departments in order to properly support their distribution needs.  

The DCM coordinates all day-to-day distribution operations to ensure accurate shipping and receiving, order picking, and 

all other distribution needs. The DCM is responsible for direct supervision, management and development of warehouse 

staff as well as the daily oversight of community service volunteers.  

 

 
 

 

 

 



KEY RESPONSIBILITIES 

People Management  

 Leads by example. Actively works to direct, develop, engage and empower all warehouse team members  

 Responsible for interviewing, hiring, training (including cross training), and on boarding all warehouse team 

members  

 Ensures that necessary organization wide communications are disseminated to warehouse team members in a 

timely fashion.  

 Provides regular training for staff to ensure policies and procedures are followed and that the warehouse is 

running effectively and efficiently.  

 Holds regular meetings with all warehouse staff 

 Promotes a culture of safety amongst staff.  

 Reviews and approves timecards and payroll for all warehouse staff on a bi-weekly basis. Manages PTO requests 

and schedules.  

 Responsible for maintaining accurate and timely personnel reports and works in collaboration with HR to ensure 

effective personnel management.  

 Builds a culture around Foodlink’s core values. Ensures that all team members understand these values and 

incorporate them into daily decision making and general operations  

 

Warehousing & Distribution  

 Collaborates with Safety and Compliance team staff to ensure staff follow all sanitary and safety guidelines as 
required by government laws and Foodlink policies 

 Ensures proper policies and procedures are followed for shipping, receiving, replenishing, inventory 
maintenance, year-end physicals,  order picking , space management, directives from supply chain and 
distribution meetings and all other warehouse functions  

 Delegates tasks and supervise staff in order to create efficiencies and optimize work time  

 Ensures accurate order picking and that customers are provided excellent customer service    

 Ensures all orders are picked on time and the necessary paperwork is sent to agency services for posting 

 Conducts random audits of orders on a daily basis, including dry, freezer and cooler. Resolves any discrepancies 
in a timely fashion 

 Ensures RTL and VAP production products are inventoried promptly 

 Assists with capacity, compliance and distribution efforts for the Market Place, and Curbside 

 Ensures all product picked for food distributions is accurately documented and billed out within the inventory 
management software 

 Supports the Inventory team in order to assure an accurate inventory  

 Works with DOO and Inventory Manager to develop and implement a regular cycle count program and reconcile 
when necessary 

 Utilizes inventory system reporting features in order to better manage the distribution center operations and 
team 

 Follows all sanitary and safety guidelines as required by regulatory agencies and Foodlink policies 

 Works in collaboration with the DOO and the Sr. Manager of Safety & Compliance to ensure distribution center 
operations meet all USDA, Ag & Markets, OSHA, and Feeding America requirements 

 Assists with preparation for all inspections and audits 

 Works collaboratively across departments to ensure needs are being met for the organization 

 Support the DOO with all other task as needed 

 
 

 

 

 



QUALITIES  

● Agile. The ideal candidate will be able to adapt to evolving needs and priorities. Ability to juggle and prioritize a 

variety of needs that Curbside Market fills each day including staff, fleet, customers, weather, product, etc.  

● Collaborative. Ability to work well with a variety of stakeholders including direct staff, peers, volunteers, other 

internal departments, and external partners.  

● Solution-oriented.  Ability to be decisive and solve problems in a fast-paced, evolving environment.  Can pivot 

between strategies and manage competing priorities. 

● People development. Ability to identify high potential employees and develop them. Can drive consistency in 

training. Can communicate strategy and show how each employee fits into the big picture 

● Mission-driven. Reflects on the mission often, using it as the north-star for decision making. Proactively seeks 

information as it pertains to hunger relief and/or how Foodlink operates. 

● Strategic thinking. Ability to get out of the day-to-day to see the bigger picture – and can help others do the 

same. Ability to collaborate and connect the dots across departments. Can prioritize high-value work.  

● Customer service. Has a people-first mentality when working internally and externally 

 

Preferred candidates will also have:  

 College degree and at least two years people management experience or equivalent combination of education 

and experience.   

 Minimum of five years of food distribution/warehousing experience. Including experience in the following key 

areas: 

o Use of warehousing equipment 

o Computerized inventory control system 

o Proficiency with Microsoft Office Programs 

o Shipping and receiving  

o Understanding of DOT regulations and routing a plus 

 Working knowledge of OSHA regulations and record-keeping requirements 

 Knowledge of Food Safety requirements a plus 

 Ability to communicate clearly and concisely orally and in writing to all levels of the organization 

 Ability to problem solve and delegate work effectively  

 Passion and commitment to team work and supporting a positive collaborative work environment 

 Must possess a valid driver’s license with a good driving record, have access to a vehicle and be willing to travel 

within Foodlink’s 10 county service area 

 Fluency in English required. Knowledge of Spanish helpful 

 

We are actively seeing a diverse pool of candidates for this position and strongly encourage applications 

 from candidates of color. 
 

 
SALARY AND BENEFITS 

This is a full time, salaried, year-round position. Foodlink covers 100% of individual health and dental insurance with the 

ability to acquire family coverage with pretax dollars. In addition to generous paid time off (PTO), we observe 14 paid 

holidays throughout the year. Opportunity to contribute to a 401k retirement savings plan upon hire. Eligible for 

generous employer match after 1 year of service. 

 
 

 



Physical Demands 

The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit, stand and talk and hear. The employee 
is frequently required to use hands to handle or feel items such as documents. The employee is frequently required to 
stand and walk for long periods of time.  Specific vision abilities required by this job include close vision, color vision and 
ability to adjust focus.   Able to lift bulk objects or objects weighing up to 60 pounds 
 

 

Work Environment 

The work environment characteristics described here are representative of those a team member encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. The noise level in the work environment is usually quiet Note: The above 
description is illustrative of tasks and responsibilities. It is not meant to be all- inclusive. Employees will follow other 
instructions and perform other related duties as required. 
 

 
 

 

Everyone is welcome here! Foodlink is an equal opportunity employer. All applicants will be considered for employment 

without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, genetics, veteran or 

disability status. 

 

 


